
Interim and Year-end Reports



At the end of this presentation you will 
know:

• How to correctly complete Form 269
• What information to include in a Financial 

Narrative
• What information to include in a Program 

Narrative
• What expenses are allowable
• The due dates of the reports



Allowable Expenses

• OMB Circulars A-122, “Cost Principles for 
Non-Profit Organizations”

• OMB Circular A-21, “Cost Principles for 
Educational Institutions”

• Allowable Expenses:
• Salaries, wages, and personnel benefits
• Reasonable office supplies and equipment costs
• Rent, utilities, and custodial services
• Miscellaneous services, such as printing, postage, 

insurance, etc.



Allowable Expenses

• Allowable expenses Continued:
• Indirect Costs
• Audit Services
• Publicity and training costs directly and solely 

associate with the program
• Installation of phone lines
• Travel
• LITC Conference Expenses
• Costs for interpreter services
• Costs for legal research



Due Dates of Reports

• Interim Report must be postmarked by 
July 31, 2008

• Year-end Report must be postmarked by 
March 31, 2009

• Extensions



Form 269

• Blank Form

• Interim Form 269

• Year-end Form 269



Blank Form 269



Interim Form 269



Year-end Form 269



Financial Report

• Interim Report
• A complete financial narrative, describing how 

grant funds were expended
• A statement if the clinic will use all funds
• A statement with the amount if deobligating funds
• A statement if the clinic wishes additional funding



Financial Report

• Year-end Report
• An itemization and explanation of actual program 

costs for all expenses
• A breakdown of the actual LITC expenses
• Source, date, availability and amount of matching 

funds



Program Narrative

• Interim Report
• Strategy used for monitoring and evaluating 

program results
• Description of how you define and measure 

program success
• Detailed explanation of the progress made in 

implementing the LITC program
• Status of goals and objectives listed in application;
• Explanation of impediments to meeting goals



Program Narrative

• Interim Report continued
• Describe publicity efforts 
• Describe the Assistance provided
• Describe any additional activities
• Report Form
• Supplemental Issue Form
• Controversy Exceeds $50,000



Program Narrative

• Year-end Report
• Implementation of the LITC Program
• Information Provided to ESL Taxpayers
• Training
• Case Tracking
• Publicity for the LITC
• Referral mechanism for Controversies
• Privacy and confidentiality
• Pro Bono Panel
• Nominal Fee



Program Narrative
• Year-end Report continued

• Delivery of services
• Miscellaneous
• Program Goals
• Additional Activities
• Last Year in LITC
• Special Orders for Student Practice
• Report Form
• Supplemental Issue Form
• Controversy Exceeds $50,000



Report Form



Report Form Page 2



Report Form Page 3



Report Form Page 4



Issue Form



Issue Form Page 2
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